
Procedure for a Debtor Filing a Proof of Claim on Behalf of a Creditor 

 

1. Select File Claims from the Bankruptcy Events menu. 

 

 

2. If the creditor you are seeking to file a claim for is not already in the system select Add Creditor. 

 

 

3. Once the creditor is added select File A Proof of Claim. 

 

 



4. Enter in the claim information.  From the drop-down menu there will be 4 options: Creditor, 

Debtor, Trustee and Attorney.  The only selection that should be used is Debtor.  Using Debtor 

allows the Clerk’s office to get notice of the filed claim.  The Clerk’s office then sends a notice to 

the affected creditor is accordance with the Clerk’s duties under the Bankruptcy Rule 3004. 

 

 

5. Attach your proof of claim form and supporting documents (if any).  Then file the claim.  When 

completed you will receive the Notice of Electronic Claims Filing. 

   

 


